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ABSTRACT 

A three-phase study was conducted to compare the 
cost-effectiveness of two methods for determining ^ob profiles in the 
publishing business and book trade — the task inventory and the 
Developing a Curriculum (DACUM) process. In phases 1 and 2, the task 
inventory and DACUM approaches were used to identify future changes 
in ♦•he technology used in the publishing industry and the resultant 
chaiiges in ^obs in the industry. The task inventory and DACUM 
approaches were then compared in phrse 3. Both methods realized their 
planned results. The DACUM process required less staff time (17.2 
versus 47 days). Furthermore, the task inventory demanded research 
personnel who were unnecessary for the DACUM workshops. However, 
DACUM requires more money for accommodation and travel expenses. 
Although both methods achieved their goals, there were subtle 
differences between them. Both DACUM and the task inventory gave good 
overall pictures of the occupation. Yet DACUM made the new technology 
in the publishing occupations more visible. Moreover, the task 
inventory required rore time and costs than did the DACUM method. 
Since efficiency is a key element of cost-effectiveness and since the 
the DACUM method proved to be the more efficient method, it can be 
considered more cost-effective than task analysis. (MN) 
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1. ABSTRACT 



This paper describes a comparative evaluation of two methods for determining job profiles in 
the publishing business and booktrade a task inventory and DACUM Both methods can be 
considered as job analysis This evaluation refers to a cost-effectiveness analysis of these 
methods 

2. GENERAL INTRODUCTION 

The occupational areas of publishing businrss and booktrade are confronted with new 
technology, influencing the tasks of employees in the sense of downgrading, upgrading and 
regrading (Spenner, 1985). The translation of these tasks into vocational education curricula 
presents a problem for the two educational institutes in this branch of industry 
The implications and consequences of new technology for this field has led to some questions 
by the educational institutes such as 

1 . \ /hich technological develop nrients occur in the publishing business and booktrade'^ 

2. Are the technological developments already manifest in the occupational areas'? 

3. Do educational curricula match with future developments'? 

4 In which way will graduates be confronted with (new) demands on the workfloor*? 

Update of existing educational programs depending on technological changes in the 
occ national area is the leading question Besides this practical question we also wanted to 
answer a scientific question: which method of job analysis is most effective and efficient in the 
context of curriculum development? An important problem of existing methods m The 
Netherlands is their duration. The Department of Education and Science is interested in an 
efficient method for determining job profiles as a basis for developing vocational education 
curricula. Educational costs and values have to be well understood and systematically 
considered in formulating policy The failure to measure costs and values could indicate 
carelessness in the use of public funds to attain educational goals in the society's interest and 
in the use of human time to promote individual welfare (Frazer, Walberg, Welch & Hattie. 
1987), 

The first phase of the research project was camed out from March 1987 till November 1987. 
We used a variety of information gathenng techniques to determine wnich developments are 
essential for future changes in vocations 
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a) a literature study of future developments, b) interviews (n=18 representatives of 
companies), c) a content analysis of existing curricula and d) a task inventory (n= 167 
graduates) 

In the second phase we used DACUM DACUM or "Developing A CurriculUM " is an 
approach to occupational analysis The product of DACUM is a profile chart of a job or an 
occupational area and can be used as oasis for curriculum development (Norton, 1985) We 
have organized two DACUM workshops for the field of publishing business and booktrade 
Both wort<shops led to job profiles (Hesse & Nijhof , 1 988b) 

In the third phase we evaluated two methods: the task inventory and the DACUM approach 
Both methods lead to similar products the translation of technical change to tasks of a job 
(Hesse & Nijhof, 1988a) We have evaluated the methods on effectiveness and efficiency 

3. THE DEFiNITION OF TASK ANALYSIS 

Before descnbing the design and results of the study we need to clarify the concepts task 
analysis, effectiveness and efficiency. 

We used two methods of task analysis in the same branche From various studies it is known 
(Carlisle, 1985, Gael, 1 988) that there are a lot of methods of task analysis The need for task 
analysis has long be >n recognized by educators The first systematic analysis of an ongoing 
task was published by Taylor (1911) Other descriptions of task analysis are found in the 
activity analysis of Bobbit (1924) and Tyler (1934) Tyler emphasized the need for 
instructional objectives. Bloom (1956) agreed with the need for objectives and added that 
since all objectives were not unique, some methods of categorization should be possible 
Gagn6, Davies and others (Gagn6, 1977; Davies, 1976) developed various categonzation 
schemes and methods of analysis for deriving and structunng objectives 

Many authors write if a task analysis is specific to job training (Miller, 1976; Gael, 1983), only 
applicable for intellectual skill (Gagn6, 1977), only as a systematic approach of training 
(Rummler, 1987) or only to dissect and examine educational aims (Pratt, 1983) This occurs 
because the techniques of analysis has been developed \o fill a particular role which may be 
different for each analyst and which has most often been in the domain for training. 

Concern with specialized techniques has lead to a variety of specialized definitions of the 
term task analysis in a range from a broad use " which includes setting of performance 
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criteria, break down of job tasks, . j assess instructional goals" to a narrow definition "in which 
task analysis is only the breakdown of performance into detailed levels of specificity" 

The term "task analysis" is an unfortunate term smce description, analysis and synthesis are 
all involved (Davies. 1973) The term " task analysis" however is used extensively by those 
describing a particular form of analysis Other terms are sometimes used to describe this type 
of analysis (job analysis, functional analysis, PAQ etc) but most methods use essentially the 
same process despite tne type and function of task analysis In many methods we find the 
following process definition of task analysis 

1 Break the task, content, etc down into constituent elements 

2 Determine the relations a»TK)ng those elements 

3 Identify the underlying princple or optimal learning design and restructure in accordance 
with that principle 

Any method of analysis which includes all of these oleps can be considered as a method of 
task analysis If a method only describes tasks without consideration of all three steps, it is a 
sort of technique other than task analysis 

A lot of definitions don't include the conditions of the process definitions of task analysis. 
Gagne's (1970) technique of hierarchical analysis is an example. The hierarchical analysis is 
actually research analysis rather than task analysis since specifics about breaking the entire 
task down to develop learning matenal are not included 

Merril (1985) recommends a procedure involving job analysis, procedural path analysis and 
knowledge analysis He calls this procedure a structured analysis. The structured analysis 
approach reveals the specific steps required to perform the task, the sequence in which those 
steps must be performed and the hierarchical relationships between the parts of the tasks 
Since there is much semantic confusion about the term task analysis it is better to group all 
methods which follow the process definition and use more precise terms to specify the 
different methods. The same has to been done for terms as occupation, job and job analysis 

In fact three types of task analysis can be distinguished. They include a topic analysis 
involving a detailed analysis of intellectual skills, a job analysis involving the analysis of 
physical or psychomotoric skills and a skill analysis which involves a analysis of psychomotor 
tasks. Although many methods of task analysis have been developed they have been used m 
isolation from each other. No attempts have been made to compare or combine an^Myses in 
the context of curriculum development. 
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4. EFFECTIVENESS AND EFFICIENCY 



To measure the effectiveness and efficient of the task inventory and DACUM an explanat'on 
of the terms effectiveness and efficiency is necessary The terms effectiveness and efficiency 
are often used in management literature Effectiveness in the educational situation is 
determined by the extent that the planned results are reached Effectiveness can be 
expressed in the following formula 

tne realized results 

Effectiveness - — 

the planned results (goals) 

Effectiveness can only get values between zero and one Efficiency is the ratio between 
results and costs The costs are all sacrifices to reach the planned results Efficiency can be 
formulized as follow 

the realizatica of planned results 

Efficiency = 

the costs (money and time) 

The term efficiency is not always usable The realized results and costs can not always be 
made operational into a suitable measure of comparison In our case the efficiency of 
methods with similar products will be compared 

Traditional expenmental strategies to address effectiveness are well-estabished and therefore 
need no further elaboration. Current research integration methods, along with more 
scientically sound cost techniques, allow evaluation specialists to address the question ''Is it 
worth if? 

Yet. It doesn't make much sense to consider cost when the effectiveness of the method is yet 
to be established After all, if an intervention doesn't work there is little reason to consider its 
costs (Niemiec & Baker, 1987) 

5. RESEARCH DESIGN 

The central question in this study is 'The companson of the methods in view of their effects 
and efficiency?" 

The task inventory in our project is pnmanly developed in the context of curriculum 
development. Before going any further let us clarify the concept task inventory. Gael (1983,4) 



gives the following definition of task inventory ''A comprehensive list of tasks performed to 
accomplish a job or a set of jobs -a list that is cast in the form of a questionnaire " Goal of the 
task inventory is to analyze the tasks of a job or jobs 

Our task inventory consists of nine duties and seventy one tasks including all the tasks of jobs 
m the publishing industry and booktrade area The questionnaire was distributed to 167 
school leavers of educational and trair ng institutes The school leavers rated *he frequency 
and relative importance of each task We received 83 completed questionnaires (50%) The 
data of the questionnaires were statistically analyzed by means of the cluster analysis 
method The outcomes were statistical job profiles 

The second method was DACUM The participants of the wor1<shop are representatives of 
companies in the occupational area Important criteria for the selection of committee 
members according to Norton (1982) are the following: technical competence (an expert in 
the field); full-time employment, occupational representatives, ability to communicate, ability 
to cooperate as a team member, free from bias relating to training methods, full-time 
commitment to the DACUM wor1<shop Instructors and teachers are not invited because they 
are not free from bias to training methods In our project we have formulated the following 
group criteria equally divided to geographical area, sex. age and size of business 

Two DACUM workshops were set up for the publishing industry and booktrade The 
participants of each wor1<shop (n = 9; n = 11) were asked to discuss the duties and tasks of 
the chosen occupation The final task and duties were used to develop the DACUM chart 

Questionnaires on the DACUM workshop were ansv;ered by members of the workshop The 
quejtionnaire consisted of questions about: personnel data, motives for participatioi^ in the 
workshop, the percept on o^ the group process judgment of the DACUM procedure ar.a the 
DACUM chart Also the execution of the DACUM workshop was observed and recorded on 
videotape for further analysis of the group process Both methods are depicted in figure 1 



method 



1 



task inventory 
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workshops 



information gathering 
techniques 



questionnaire 



(N=83) 



introspection 
brainstorming 



results 
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analysis 
publisher 
bookseller 



OACUM 
chart 



- publishing- 
business 

- booktrade 



(N=.9) 
(N=11) 



publisher 
bookseller 



Figure 1 Methods, information gathenng techniques and results 

We have applied a cost-effectiveness analysis for the evaluation of DACUM and the task 
inventory The reason for using a cost-effectiveness analysis is that it relates the results with 
the costs Cost-effectiveness analysis assumes that only methods with similar or sdentical 
goals can be compared and a common measure of effectiveness can be used to compare 
them In our case we have fulfill both criteria 

The ingredient of resource method of Levin (1984) is used to calculate the costs of the 
methods It involves detailing of every ingredient The value of this method that it makes 
explicit what previously been only implied It is therefore more scientific than other methods 

6. RESULTS 



We will descnbe the results in view of the following questions 

1 Is there a deviation between the planned and realized results of the methods? 

2. Are there differences between the methods with regard to the spending of time 
and costs? 

3. What Is the relation between the spending of time and costs and the results? 

The first question concerns the effectiveness of the methods The second refers to a 
companson of time and costs of the methods The last question concerns the efficiency of the 
methods 
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6.1 The Effectiveness of the Methods 



Both methods have realized their p'anned results S'nce the methods of task analysis lead to 
Similar products, we could compare the methods on the followi crite'-n a complete picture 
of th^^ occupation, a complete picture with regard to the impac. of new technology, 
identification of general areas, the specific translation of new technology into tasks (Hesse & 
Nijhof, 19883) 

A_corn plete picture of the occupation 

The DACUM charts (see appendix 1 and 2) and the cluster analysis (appendix 3a and 3b) 
give both a complete pictures of jobs in the booktrade and publishing industry. 

A complete picture with regard to the impact of new technology 

The DACUM method gives us a complete picture of the impact of new technology and in the 
way It IS incorporated in tasks (appendix 1 and 2). 

The cluster analysis doesn't give us a complete picture of the impact of new technology 
specific in case of the publishing jobs The impact of new technology is conducted on only two 
general areas of the publisher, those being "operating on software" and "programming in 
computer languages" (see appendix 4) 

Identification of general areas (duties) 

The general areas of DACUf^-chart "publisher" emphasizes management (six areas) and new 
technology (five areas) The cluster analysis of the occupation "publisher" differs from the 
DACUM cart It ha3 only two creas in management and two areas in new technology(see 
figure 2) 

The DACUM-chart "bookseller" emphasizes management areas (5 areas) while new 
technology is incorporated in the existing areas The task inventory pays little attention to 
management (2 areas) and new technology in companson with the DACUM chart 



General areas DACUM Task Generafareas DACUM Task 

Publisher Bookseller 



Management 6 2 Management 5 2 

Editor proces 1 1 Sell products 1 1 

of publishing 

Production of 1 1 Purchase products 1 1 

publishing 

Administration - 2 Administration 2 

New technology 2 2 Safety/security 1 1 

Window display - 1 

dressing 

Incorporat of 3 - Incorporat of 4 

new technology new technology 

(operating on 
software and 
modern media) 



Figure 2 General areas of DACUM and the task inventory 
The specific translation of new technology into tasks 

In the DACUM chart "publisher" the tasks of the general areas "new technology as tool for the 
process of publishing" and "the relationship of new technology with publications " have now 
become part of the occupation. The impact of new technology in the DACUM-chart is 
particularly incorporated in the tasks of the duties of "editonal realization of publishing 
plans","technical realizc-tion of publishing plans" (the production) and "selling of publishing 
plans" (publications) (see appendix 1, DACUM chart, "publisher) 

The cluster analysis involves the impact of new technology with regard to the following duties 
to operate on software and to program in computer languages The DACUM chart 
"bookseller" is the only product in which new technology is translated into tasks of the 
following duties purchase products, sell products , draw up an information plan and assess a 
safety plan (see appendix 2). 

To put It briefly Dacum and the task inventory give both complete picture of the occupation 
Yet DACUM makes new technology in tasks oi the occupation more explicit. 

The DACUM chart 

The quality of the DACUM chart will also be determined by the the perception of DACUM 
participants besides other influencing factors We used a questionnaire to get information 
about the perception of the DACUM chart We asked the DACUM participants (n ^ 20) after 
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the DACUM workschop about their opinion concerning the completeness of DACUM chart 
resp duties and tasks and the inclusion of all technological developments All participants 
stated that the DACUM chart covers all duties and tasks of jobs in the publishing industry and 
booMrade The DACUM participants sha^'ed the option that all future developments are 
.ncluded in the DACUM chart 

5.2 A Comparison of Time and Costs 

The second question concerns the differences between the methods with regards to the 
spending of time and costs Since we have performed two DACUM workshops and one task 
inventory, we have divided the costs and time of the workshops by two An overview of the 
time used by the personnel gives table 2. First we will discuss the data of each method, 
subsequently the two methods will be compared (see table 1) 

The spending of time 

Although one DACUM wor1<shop has a duration of two days, the arrangements before and 
after the wor1<shop take up time of the supervisor, the coordinator, the chairman and the 
assistants. Arrangements before and after the workshop in our case concerned 

- The supervisor and coordinator discuss with the representatives of educationcn ii .stttutes 
the participants tor DACUM workshop, decisions about the occupational areas to be 
analyzed and the establishing of dates for the DACUM workshop 

- The supervisor and coordinator discuss with ihe chairman about the performance of the 
workshops 

- The coordinator and research assistants invite the DACUM participants for the DACUM 
workshop 

- The coordinator and research assistants make arrangements concerning the meeting 
room of the DACUM workshop, the resea'ations of hotel rooms and meals 

- The coordinator develops an agenda for the workshop and a planning scheme for the 
chairman 

- The chairman studies the DACUM handbook and literature of the booktrade and 
publishing business 

- After the workshop the coordinator edits the tasks of the DACUM chart At least the 
clerical personnel adds the finishing touch to the DACUM chart. 

The task inventory demands a lot of time of the researcher (30 working days) and research 
assistants (12 working days) The main issues of task inventory are the development of a 
questionnaire and the statistical processing of the data 




DACUM consumes in comparison with the task inventory less time of personnel (17 2-47 
days) Furthermore the task inventory demands research personnel which ig not necessary 
for DACUM 



Table 1 The spending of time by the methods expressed in an eight-hour working days 



DACUM Task inventory 

1 Supervisor 1 1 

2 Chairman 3 

3 Coordinator 5 

4 Researcher 30 

5 Research assistants 6 12 

6 Clerical personnel 2 4 

Total 17 2 ~~ 47 



The spending of costs 

The costs of the methods consist of six ingredients personnel, office supplies and materials, 
accommodation and travel costs, data processing, postage and facilities The total costs 
represent the value of all ingredients required for the method The total costs are the cost for 
replicating the method. The distribution of costs is graphically depicted in table 2 

DACUM spends more money on accommodation and travel costs The accommodation and 
travel costs of the two workshops are specified in appendix 5 In case of the task inventory a 
lot money is spent of) the salaries (gross) of personnel 



10 

ERLC 



"^^^ble 2 The costs of the methods calculated in dollars (exchange rate of 1 november 1 
oollar = 2 04 Dfl) 



DACUM Task inventory 

1 Personnel costs $912 $3462 

2. Of^'c*^ supplies and 6 225 
mati lals 

Accornmodation and 1255 145 
travel costs (wor1<shop) 

4 Data processing == 150 

5 Postage 12 340 

6 Facilities (building) 125 4^3 
(office room, energy 

maintenance) 

Total $2310 $4742 



6,3 The Efficiency of the Methods 

Closely allied to the effectiveness is the efficiency of the methods. Although both methods 
have reached their goals, their results show subtle distinctions. DACUM and the task 
inventory give good overall picture of the occupation. Yet DACUM makes new technology n 
tasks of the occupation more visible. Moreover the cnmparison of both methods show that the 
task inventory requires more time and costs .hen the DACUM ir,9thod (see table 3). 

Table 3. Time and costs of the methods 



DACUM Task inventory 



Time 17 2 47 

Costs (gross) $2310 $4742 



7. CONCLUSION AND DISCUSSION 

The results of both methods can be used to design a curriculum , on coridition that 
dimensions of educational psychology, pedagogic and industrial psychology will be included 
Yet the product oughl to be adjusted in future, dependent on the extent of new developments 
in publishing business and booktrade. 
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The results of this cost-effectiveness study show that a lot of factors influence the costs of a 
method These factors are personnel costs, office supplies and materials, accomodation and 
travel c«?;*s, data processing, postage and facilities Yet the factors "salaries and 
accommodation and travel costs" consume a great part of the budget Although both methods 
have reached their planned results, DACUM is compared with the task inventory more 
efficient. 

The current quantity and quality of research on the cost-effectiveness of educational issues is 
low. It is evident that even though there has been a proliferation of writings in the cost- 
effectiveness of education issues there has been little research on the subject (Caffarella, 
1975). 

Why should an administrator or policymaker be concerned with the results of cost- 
effectiveness analysis? The answer to this question is often that reference to such an analysis 
is an important source to persuade opponents. 

Yet cost-effectiveness analysis can also lead to a more efficient use of educational reso'jrces: 
It can reduce the cost of reaching particular objectives and it can expand what can be 
accomplished for any particular budget. 

8. REFERENCES 

Adams, R.E. (1972). DACUM, Approach to Curriculum. Learning and Evaluation in 
occupational Training. Yarmouth, Nova Scotia* Department of Regional Economic 
Expansion. 

Bobbit, F. (1924). How to make a cumculum. Boston: Houghton Mifflin 

Burleigh, A.R. (1986). The DACUM Trial and other Intersecting Paths. A report of a Fullbright 

Hayes study tour to the United States , with additional learning experience in Canada, 

Mono Kong and Singapore funded through The Vocational Training Council . Columbus: 

National Center for Research in Vocational Education. 
Caffarella, E.P. (1975). A prepositional statement on the cost-effectiveness of instruct i onal 

technology. Paper presented at the annual meeting of the American Educational 

Research Association Washington, D.C. 1975 
Campbell, CP. (1984). Instructional systems development: a methodology for vocational 

technical training. Journal of European Industr ial Training . 11 (5) pp. 2-42. 
Carlisle, K.E. (1981). Towards a methodology for assessing consistency between multiple 

networl; matrix task analysis of the same task , (diss) :lndiana University 
Davies, I.K. (1973). Competency Based Education . New York: McGraw-Hill Book 



12 



Davies, I K. (1976) Obiectiv e s in curriculum design London McGraw-Hill 

Finch C R. & Crunkilton, J.R (1984) Curnculum Devel opme nt in V ocational and Technical 

Education Planning. Content and Implementation (second edition) Boston Allyn and 

Bacon 

Frazer, B.J Walberg, H.J. Welch & J.A Hattie (1987) Synthesis of educational productivity 

research. International Journal of Educational Research . Vol 1 1 , 2, 1 45 - 252. 
Gagn6, R M. (1968). Learning hierarchies. Educational psychologists , 6,1 pp 3-6 
Gagn6, R.M. (1970) The conditions of learnin g New York: Holt Rinehart & Winston 
Gael, S. (ed.) (1988). The job analys i s handbook for business, industry and governmen t New 

York: John Wiley & Sons 
Gael, S. (1983) Job Analysis San Francisco: Jossey Bass Inc. Publishers 
Hesse, G.C & Nijhof W.J. (1988a). An evaluation of DACUM The assessment of the impact 
of new technology on publishing and booktrade education . Paper presented at the first 
IVETA congress on technology, June 17-20, 1988, Istanbul, Turkey. Enschede. 
University of Twente 

Hesse, G.C. & Nijhof W.J. (1988b). DACUM in de boekenbranche Technologische 
ontwikkelinoen en de implicaties voor de opleidino tot boekhandelaar en uitgever 
Enschede: Universiteit Twente. 

Levin, H.M. (1984). Cost effectiveness New perspectives in evaluation Volume 4 Beverly 
Hills: Sage publications 

Miller, P.F (1976). Task analysis -an information processing approach (Technical memo No 7- 

11)Tallahassee Fl: CAI Center, Florida State University. 
Miller, P.F.(1980). Representations for algorithms NSPI Journal . 19(8) pp 19-24. 
Miller, P.F.(1987). Job and Task analysis. In R.M. Gagne (Ed.). . Instructional Technology 

Foundations pp 141-175. Hilsdale, NJ: Lawrence & Earlbaum. 
Nadler, L. & Nadler, Z. (1987). The comprehensive guide to successful conferences and 

methods . San Francisco: Jossey-Bass Publishers 
Niemiec. R. en Baker, T. (1987). Cost-effectiveness in business and industrial training Paper 

presented at the meeting of the American Educational Research Association, 

Washington D.C. Pennsylvania: Temple University 
Norton, R.E. (1985). DACUM handbook. Columbus The National Center for Research in 

Vocational Education, The Ohio State University. 
Pratt, D. (1980). Curriculum, design and development. New Yor1<: Harcourt Brace Jovanovich, 

Inc. 

Rummler, G.A. (1987). Determining needs. In R.L. Craig (Ed.), Training and Development 
handbook, pp 21 7-248. (3 rd ed.) New York: Mcgraw-Hill Book Company 



13 



Smit, NJ &RuiterCTA (1987) Evaluatie van de effectiviteit, efficientie en productiviteit van 
een curnculum enkele memodische aspecten In* W K B Hofstee 
(ed ) Evaluatiemethodoloqie. bijdragen aan de onderwijsre^^earch dagen 1987 Lisse 
Swets & Zeitlinger 

Spenner, K I (1985), The Upgrading and Downgrading of Occupations* Issues, Evidence and 
Implications for Education Review of E ducational R esearc h Vol 55, no 2-1, pp 125- 
154 

Taylor, F,W. (1967) The first principles of scientific m anag ement (first published 1911) New 
York. Norton 



14 




A 

fnUTEQV 



At Mifmi»mntt^ 



A2.AiirfynMiMand AaOndtiMOMrMyol M InfeoduotanrMrdt AlPtrfefmimwdi AC FofmuteoDndm A7 bWwdiuora 

Urn 



DRAWUPALONO 
IIANGfnAN 


B1 GiiMtiMngpiim 


62 Ai#yntir«no«»- 


B3 Ana^«ttwmar1wt(itw 
axMfnal anvMwvnani ol Iha 
) organzalon) 


QChooMasharaoltr« 
mariial 


85 Onaraonladincaldavat 
opnania 


- 86 EstabishpnontMol 
prodiid da^atopfBanl 


87 Fomtuiala tha dwwaa d 
danvatrva prodtxaa 


B9 Chooaaaprodudauor 


1 89 Fwmuiaia start pomu lor 
sala and disirtxjinn 




Bio EamtttMlMllM 


B11 Drw up • long ling* 
nvMMMnl pitn 


Bl Draw 14} a long nng* 
budgvt 


B13 Urawupaiongranga 
pobcypUn 












OfUWUPAtUDGCT 


^ OrwruptpubMng 
piMforMdipraiKi 


C2. lyUiit an rrmtor/ ol 
iddftonii oofMS and rapnn 


C3 Ortwupapi^lshn^pian 


C4 Esfimaia Iha profits dtha 
old and naw pubkWs hst HI 
Iha coRing yaar 


CS Orawi4)asaiaap^ 


C6 Draw 14) a promotnn pian 


C7 Gnfm an wawniu <3i Iha 
ooais 


a Docuailhabudgal 


C9 Oatarmmaihaaqptalaian 

buugal 




CIO PtotlhilKirtiM 


















DRAWUFAPUIUSHMQ 
RANFOREAO' 


01 Pwtemamiftal 


De. Oaaoiw tw oonlant am 


j 03 bOmala Iha satas 


04 Analyza dsnvad mahiM 
possinllits 


OS InvNa qualMoni tor 

ooproductiona 


HQ Draw 14) a prrprodudnn 
ooatmg 


D7 Inquira ftnancni Mds/ 
«43port 


Oe OaodaloputM) 


09 Aoqutstfoi ol a mam- 



PMOUCT 



I kamjdanautior Oil Aasaaa flw data oi puUt- Qg Draw up a mvliaiing 

cttm plan 



BffoIIIJpSlCATIoI^^^^BDrlw^mw 
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typographic 



OB Santa vitarnaj admtn- 
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input ol data tn royaly 
•amnstralxvt 



I Control Iha productons 



TECNMCAL 
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Iha cost pnoa composrg shop 
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bmdar 



F14 Cantrdlhaqu^ 



OOMCRCUL 
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iDaiarminaihaaaNaig 



iTastihaodar sutistics 



g|Approad>lhanon-tradi- GS Partorm a dummy 
tonal dttlrixition rMtworia 



I Wniaacovartaxi 



m IrtsSrutf salaa raprasania- mOavaiopprcmotnn 
tivts mmanaks 



Q Instrud tha 
slnbutioncanira 



n IfUtaoonladwilhpraas Spraad out of raviaw 



dpuUkiiymada 




II SMrchnawauthon B. Si^pon auihon 



P Mamum rataliona wvh 
author) 
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Q Employ tha panonal 
oompiAar 



IdwTl on fDMnaof 



I Employ 



ng m bahal of ia<a* lattan. 
cMlogi and matrudkm 



01 OaiatotMproduoU 
addrauai UpuMc 
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■ otautvfB 
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martwmg and ffw productDn p«n 
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ASSESS THE 

0RGAMZAT1ONALPOUCY 


fl Pwlorm marltft rMsareh 
wtmrogafdiodetenninetfia 
bcatxxi of (he business 


Ba(^<)"sult V) advisory 
body with regard to 
determine the locatKxi of the 
bustfiess 


A3. Oetermffie tut 
financial conditions 
oftheorganzaDon 


A4 Orawupatong-rartge 
plan 


AS Draw upa budget 


^gDetormine ihe 

assortment 


A7 Choose Ihe place 
of business 


A8 Arrange the linanong 




A9. Detefmra the nfluenoe 
of oty legislation on 
(he oroanzabon 


AlO Evaluate the organiza- 
tional plan 


All Determine de 
organizational structure 


A12 Determine the legal 
forni of a orgamzadonpro- 
duct 










MANAGE THE 
ORGANCMTION 


Bl Coordnate won^s 


B2 Anticipate on future 
developments 


B3 Supervise personnel 


64 Control plans and 
budgets 


B5 Evaluate organizational 
po'icy on a confinuung t>asis 


B6 Adjust organzadonal 
pobcy 


B7 Join a pressure group 
(interest group) 


Ba Apply the Regulations c 
the Dufcn Sooktrade 




B9 Maintain externa] 
contacts 


BIO Keep nformed about 
onnewmartcetsand 

DTDdUCtS 














ASSESS SOCIAL 
POLICY 


Cl Apply latwurconditior^ 


C2 Recruit and select 
employees 


C3 Stimulate personnel to 
follow educational training 


C4 Determine jobde 
scnption 


C5 Discuss the progress of 
works 


C6 Maintain a tasks 
evaluation 


07 Plan the career of 
employees 




ASSESS MARKETING 
POLICY 


D1 Drawupamariteting 
outline 


D2. Assess pubioty/ 
promoDon plai'^ 


D3 Select the company logo 


04 Establish the 
organization 


06 Report social and 
economical developments 








PURCHASE 


El Assess the purchasing 
poiicy 


E2 Select new titles tor the 
book exhibition 


E3 Assess conditions of 
purchasing 


E4 Translate the purchasing 
policy to salesman 


E5 Form a collection of 
books 


E6 Control the fubo i 


E7 Determine the ordenng 
techniques 


E8 Select a supplier 




E9 Handle 
customers' wishes 


E10 Visit an exhibition and 
importers 


Ell Receive sales 
representatives 


E12 Receive infomiaaon 
about display f.-om the 
publishers 


E13 Iden&fy trends m 
publications 


E14 Become acquainted 
with the customers 


E15 Test new products 


E16 AntiCipaie on seasonal 
influences 


SELL 


Ft Draw up a sales plan 


F2 Support the sales 


F3 tram employees to use 
new sates approaches 
(methods) 


F4 Keep a sales tatk 


F5 Control the supplies 


F6 Batgain tor the best price 


F7 ViS)t customers 


F8 Perform a sear cn 
procedure 




F9 Beacquamtedwfihthe 
products 


FtO Reduce the pnce of the 
books 


Fl1 Place customer orders 


Fl2 Keep the shop in order 


F13 Carry out a promotion 


F14 Sell at different 
tocations 






DRAW UP AN 

INFORMATION PLAN 


Q Organize aii adminislra- 
ton 


G2 Determine the purchase 
of tools 


(^Organize and control the QlAssess the mformationa) 
processing of goods needs 


^Return books 


^|Organize customers 
orders 


^ Gainer data 


BEI Process data 




G9 Analyze the results 
















ASSESS A 
SAFETY PLAN 


HI Consult experts 


H2 Instnjct employees 


H3 Consider out the 
purchase of a safety/secunty 
devices 


H4 Consult colleagues 


H5 Carry out saiety 
exercises 


H6 Maintain house rules 


H7 Control administrative 
toss 


H8 Handle snop<ifting 


ERIC 


H9 OotheUyoutofihe 
shop 


HiOGive first aid 
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Appendix 3 a 



CLUSTER 1 : RUN A BUSINESS 

1 Draw up a long range policy plan 

2 Control the budget 

3 Draw up plans 

4 Draw up budgets 
5. Control plans 

6 Draw up periodic costs and profits 

7 Use of sale techniques 

CLUSTER 2: MARKETING 

1 Formulate orders for market research 

2 Perform market research 

3. Translate data of research into products 

4. Formulate a prognosis for sale 

5. Perform a plan for an information product 

6 Develop a sales promotion plan 

7 Draw up a plan for an information product 

CLUSTER 3: DRAW UP A PROMOTION PLAN 

1 . Draw up an advertise/promotion plan 

2. Organize an advertise/promotion plan 

3. Write advertising texts 

CLUSTER 4: PROGRAM IN COMPUTER LANGUAGES 

1 . Develop computer software 

2. Use data banks 

3. Discuss with market researchers 

CLUSTER 5: EDIT TEXTS 

1. Correct manuscripts 

2. Judge manuscripts 

CLUSTER 6: OPERATE ON SOFTWARE 

1 . Employ graphical software 

2. Employ calculation software 

3. Operate peripheral equipment 

4 Employ word processing software 

CLUSTER 7: PERFORM EASY ADMINISTRATIVE WORKS 

1 . Carry out type activities 

2. Keep up correspondence 

3. Carry out countings 

4. Control coutings 

CLUSTER 8: ORGANIZE BILLS 

1. Register bills 

2. Control bills 

3. Put the bills into the archives 

4. Control orders 



ERLC 
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CLUSTER 9: WINDOW DRESSING 

1 Draw up a plan for the shopping window 

2 Select products for the shopping window 

3 Dress a shopping window 

CLUSTER 10: PREVENTION OF SHOP LIFTING 

1 Detain suspected customers 

2 Call the Qolice 
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^!or3 clusJer4 cliiStgrS cluster6 c'oster? c'usterB clust9r9 cluslerlO 



Tiguro a The mean scores of two groups of respondents working m booktrade on clust^^rs of 
tas^s (Profile 1, N = 16 prtfile 2. N = 14)1 




clust9fl'cluster2clust«r3clustQr4c!ust«r5 ciust«r6 cluster/ 'clust«r8 cluft«r9 clusUrlO 



profile 2 



profilel 



x-as 



F iquro b 7 he mean score"^ of two groups of le'^pondents working in tne publishing business 
on clusters of tasks (profile 1. N ^11 profile 2, N ^ 12) 



ERIC 



1 cluster 1 Rin a business cluster 6 Op^^rnte on soflware 

Cluster 2 Marketing clustoi 7 f'erform easy ndrTiimslattve wor^s 

c'uster3 Draw up a pronation plan cluster 8 Organize bills 

cluster 4 Program in computer languages cluster 9 Window dressing 

cluster 5 Cdit texts cluster 10 Prevention of shop liflmq 
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Appendix 4 





PUBLISHER 


1 LJLJL_IOril_l\ 




General areas 
DACUM chart 


General areas 

cluster f ' 'SiS 


Management 


1 Formulate a 
publishing strategy 

2 Draw up a 
long range plan 

3 Draw up a 
budget 

4 Draw up a 
publishing plan tor 
each product 

5 Exploitation 
of copy right 
6. Manage the 
authors 


1 Run a 
business 
or industry 

2 Diaw up a 
promotion plan 


The editorial process 
of publishing 


7. Editorial realization 
of publishing plans 


3 Edit texts 


The production 
process of publishing 


8. technical realization 
of publishing plan? 




The selling of 
the publisher's list 
(publications) 


9 The commercial 
realization of the 
publishing plan 


4 Marketing 


Administration 




7.0rganize bills 
8 Perform easy 
administrative 
works 


New technology 


Specific duties: 

10. New technology as tool 
for the process of publish 

11. The relationship 

of new technology with 
the publications 


5 Operate 
on software 
6. Program 
in computer 
languages 




The incorporation of operating on 
software and modern media particularly. 

E. Editorial realization of 
publi. ..;ng plans 

F. Technical realization 
of publishing plans 

G. Commercial realization of publishing 

plans (see appendix 1 DACUM-chart publisher) 
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Appendix 5 

A formula of computing the costs of DACUM (two workshops) 



Item 



Planned costs 



Realized Costs 



Travel and accomodation 
expenses 

Workshop publisher 
15/16 December 1987 

Hotelcosts 



Travelcosts 



Lunch 



Dinner 



Totai 



Travel and accomodation 
expenses 

Workshop bookseller 
5/6 January 1988 

Hotelcosts 



Travel costs 



Lunch 



Dinners 



Unexpected costs 
Drinks in restaurant 



Total 



bed and breakfast one night $38 $420 
10 participants $380 



travelcosts round trip 
ten participant 500 dollar 



participants and supporting 
personnel (16 persons) 
Lunch $6 

Two days $192 dollar 
Dinner $12 

Two days = 384 dollars 



$206 



$445 



$1456 



$1069 



bed and breakfast one night $40 $418 
10 participants $400 



travel costs round trip 
ten participants $500 

participants and supporting 
personnel (17 persons) 
Lunch $6 

Two days 204 dollar 

Diner 12 dollar 

17 X 12dollar= $204 

Two days = 408 dollars 



$292 
$218 



$465 



$48 



$1512 



$i441 



The accomodation and travel 
wor1<shops is $1255 



costs of two workshops are $2510 The mean costs of two 
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